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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 



DWR 525 (Rev. 1/09) Page 2 of 2 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Ron Ingle
	SUPERVISOR'S CLASS: Accounting Administrator II (Supervisor)
	personnel analyst: Amanda Jack
	personnel date: 12/16/11
	PERCENT OF TIME: 










40%





25%





20%
	activity: Under close supervision and in a training capacity, a student assistant in the Governmental Accounting Office will perform special projects as assigned and assist accounting staff in the review, analysis, and processing of various documents.

ESSENTIAL FUNCTIONS

This position requires the incumbent to assist with various accounting functions within within the governmental section. This position requires that the incumbent work cooperatively with others and maintain consistent and regular attendance. Specific Essential Duties are:


Assist with the clearing and processes required of the Cashiering Unit to maintain Stale Dated Checks and with Employee Account Receivable reconciliation. Assist in the process of posting to SAP, the receipt of funds collected by SCO and reported to DWR on the APO.  Assist with the reconciliation and maintenance of the Van Pool receipts and records. Assist in the review, tracking and preparation of audit letters for the various Petty Cash Funds maintained throughout DWR. 

Aids in the processing of the less complex Journal Entries from the State Controller's Office (SCO)for posting into SAP. Assists with the preparation of the Transfer of Cash Letter Requests from the Payable Office.  Assists in the review, tracking and reconciliation of the transaction activities for those funds with little or no activities. 


Assists with the filing of the Journal Vouchers,loan invoices and the daily SCO journal entries of cash receipts which will include related data entry to SAP. Create folders for the various files and the distribution of the daily SCO journal entries.  Assist with reimbursable fund reconciliation.  


	classification: Student Assistant
	appointee: Vacant
	dwr position number: 0256-4870-900
	sap personnel no: 
	sap position number: 50047123
	division:  DFS/GAB/Governmental Accounting Ofifce 
	mcr: 1
	percent 2: 15%
	activity2: Assist with review, research, and analysis of special projects as assigned by the supervisor of either Governmental General Ledger Section, Governmental Billing Section, or the Cashiering Section.


KNOWLEDGE, SKILLS AND ABILITIES

Must be able to communicate effectively, work well with staff, and learn the Department's SAP accounting system. Knowledge and application of accounting principles is desirable and after a period of time the student will be expected to know the policies and guidelines of the Department.

Skilled at use of personal computer and 10-key adding machine, Word, Excel Spreadsheet. Ability to maintain, handle, retrieve, and file completed documents such as Deposit slips, and Journal Vouchers.

	supervisor name: Ron Ingle
	employee name: 


